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About this Guide  
This Guide is for use by SedonaOffice customers only.  This guide is not meant to serve as an 

operating or training manual, its purpose is to provide an overview of the content contained 

within, and to be used as a reference guide only. 

SedonaOffice reserves the right to modify the SedonaOffice product described in this guide at 

any time and without notice.  Information in this guide is subject to change without notice.  

Companies, names and data used in examples herein are fictitious unless otherwise noted.  In no 

event shall SedonaOffice be held liable for any incidental, indirect, special, or consequential 

damages arising out of or related to this guide or the information contained herein.  The 

information contained in this document is the property of SedonaOffice.  

This guide may be updated periodically, be sure to check our website at www.sedonaoffice.com 

for the most current version. 

Copyright 2010  

http://www.sedonaoffice.com/
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Accounts Payable Setup 

G/L Account Defaults (AP)  

The G/L Account Defaults allows you to specify default General Ledger accounts to be used for 

processing accounts payable transactions.  No manual journal entries should be made into any of 

the accounts on this form. 

You will select default G/L Accounts for Accounts Payable, Primary Checking Account, Inventory 

Receipt Account, Customer Refunds Account, Inter-Branch Billing Account, Pre-Pay A/P, and an 

A/P Discount account from your Chart of Accounts. 
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A/P Setup Processing 

The Setup Processing for Accounts Payable form allows you to specify default information related 

to Purchase Orders, Check Printing, GST Tax information for accounts payable bills (Canadian use 

only), and other accounts payable related information. 

 

 

Purchase Order Setup 

¶ Auto Create PO Numbers - select whether you want the system to automatically assign 

Purchase Order Numbers or if you will enter your own numbers.  If you decide to let the 

system automatically assign Purchase Order Numbers, you will need to enter the starting PO 

Number.  
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¶ Next PO Number ς If you have selected to auto create PO numbers, you must enter a starting 

PO number. 

Check Options 

¶ Allow Printed and Voided Checks to be Edited ς If this option is selected, a User will be able 

to make changes to a printed or voided accounts payable check. 

¶ Show Account Balance ς Selecting this option will print the Vendor open accounts payable 

balance on the stub of accounts payable checks. 

GST Information 

 This section is used for companies operating in Canada only.  

¶ GST Number ς Enter the government issued Goods and Services Tax identification number 

for your company. 

¶ GST Rate ς Enter the current GST tax rate that will be used on accounts payable bills and 

credits. 

¶ GST Pay Account ς Select the general ledger account number to use for posting GST tax on 

accounts payable bills and credits. 

Other 

¶ Enter Separate Posting Date for Bills and Credits ς Selecting this option will enable a posting 

date field on the accounts payable bills and credits form.  This allows you to enter the date 

you want the transaction to post to the general ledger.  Normally the general ledger posting 

date is the date of the accounts payable bill or credit.  The posting date entered must be in an 

accounting period with an open or re-opened status. 

¶ Auto Update Purchase Price when Billed ς If this option is selected, when an accounts 

payable bill is entered for an inventory parts receipt and the amount being billed is different 

that the amount at which the parts were received, the application will automatically update 

the current purchase cost of the part for the vendor when the bill is saved. 

 

¶ Allow  Receipt of Part Over Shipments ς If this option is selected, the system will allow you 

to receive more parts on a purchase order then were actually ordered.  Uncheck this option if 

you want to only receive the quantity that was ordered and no more. 
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Shipping Methods  

Shipping Methods are appear on Purchase Orders and are selectable from the list that is created 

in this setup table.  The shipping method is the method in which you want your Vendor to ship 

materials to your warehouse. 
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Tax Agency 

A Tax Agency is a jurisdiction to whom your company will remit sales tax that was collected from 

your customers.  Tax Agencies may be a state, county, city or any other entity to whom sales tax 

is remitted. 

If your company does not collect and remit sales tax to a government agency, you should still set 

up a Tax Agency for the state in which your main office is located. 
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Vendor Type  

The Vendor Type setup table provides a means to classify your Vendors, and may be used for 

reporting purposes.  The Vendor Type is a required field on each Vendor record. 

¢ƘŜ ǎŀƳǇƭŜ ƭƛǎǘ ƻŦ ±ŜƴŘƻǊ ¢ȅǇŜǎ ŘŜƭƛǾŜǊŜŘ ǿƛǘƘ ȅƻǳǊ ŘŀǘŀōŀǎŜ Ŏƻƴǘŀƛƴǎ ǘƘǊŜŜ άǇǊƻǘŜŎǘŜŘέ ǾŜƴŘƻǊ 

types.  Each of these has a special functionality within the software application and cannot be 

deleted or modified. 

¶ Parts Supplier ς Used to identify Vendors from whom your company purchases inventory 
parts. 

¶ Sales Tax Agency ς Used only for municipalities to whom you remit sales tax that was 
collected from your customers. 

¶ Service Provider ς Used for subcontractors your company uses to Service your customer 

systems on a service ticket.  If a Vendor is created and the vendor type of Service Provider is 

selected, an entry is also made into the Service Company setup table.  This vendor type is not 

to be used for subcontractors used for installation jobs. 
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Terms  

A default Term Code is assigned to each Vendor record.  For each accounts payable bill that is 
entered, the terms code assigned to the vendor will be the default, however, you may override 
the Terms Code on any bill.   

General 

¶ Term Code: Enter a Terms Code that is easily identifiable by the user that will be making 

selections during data entry.   

¶ Description: Enter a description for the Terms Code. 

Aging Based On 

¶ Invoice Aging Date (A/R Only):  Is used for Aging purposes.  This determines at which point 

Invoices will appear as past due. 

¶ Due Date:  The number of days from the invoice date that the invoice is due to be paid. 

A/P Discounts 

If the term code is to be used for an Accounts Payable term and the Vendor offers discount 

terms, you will enter the number of days in which the invoice must be paid and the percentage 

that will be deducted from the bill amount for the discount. 

¶ Discount Days:  The number of days from the bill date that the discount is valid. 

¶ Discount %: The discount percentage you will be taking from the bill amount. 
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Vendors  

If using the Accounts Payable module, you will need to create one record for each Vendor from 

whom you receive bills for materials or services. The Vendor records created will be selectable 

from the drop down list when creating Purchase Orders, entering Vendor bills or receiving parts.  

Required fields on the Vendor setup form are: Vendor Code, Vendor Type, Name, Address, 

Branch, Category, Terms. 

The SedonaSetup form for Vendors is currently being redesigned.  You will need to create your 

Vendor records from the main application.  Navigate to the main application menu tree and 

select Accounts Payable/Vendors.  Press the new button at the bottom of the Vendor List to 

enter a new Vendor.  Press the Save button when finished. 
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Accounts Payable Processing (Overview)  
The accounts payable system within Sedona Office is designed to be used with the use of 

Purchase Orders.  If your company has elected not to use Purchase Orders, you may still enter 

and pay bills, however will lose much of the tracking and reporting functionality provided by the 

use of Purchase Orders.  
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Purchase Orders  

A Purchase Order is used to order inventory parts or services from a Vendor.  A Purchase Order 

may be created from a Job, a Service Ticket, the Purchase Order List or the Vendor record.  

Purchase Orders may be linked to a Job Number or a Service Ticket Number for costing purposes. 

 

 

 

Purchase Order for a Service Ticket 
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Purchase Order for Stock Parts 

 

 

  








































